Index to THE OFFICE, Volume 39, 
January through June, 1954 


Absenteeism, Study of Prolonged ..... re 

Accounting Machine, Alimony Records on an ... 

AIA Spending $80,000 to Increase CPA Students, Arthur B. Foye 

Aircraft, Office eens 
American Airlines’ System of Office Work Measurement, Tony Piscatella’ 

Army's Kansas City Records Center, The ... ; ; 

Auditors and Controllers Has Grown, Stature of, Ira C. Chaney . 

Automation, Integrating the Office for ..... 

Bank Accounts, Mechanical Reconciliation of State's, ‘Avery G. Holl . 

Banking Personnel for Leadership Roles, Train, Everett D. Reese .. 

Bookkeeping Cuts Cost for Appliance Distributor, Better, John C. Foran ... 

Buy in 19547, What Will Offices ....... 

Calculation and Distribution, Data, James Thomson 

Clerical Management, Place Responsibility for Full, G. M. Guthrie 

Clerical Work Provides Management with Controls, Bruce sees 

Coffee Price Keeps Workers In Offices See 
Communications, R. W. Baridon ie ee ge 
Copy Camera, How Johnson Wax Office Uses a Small, H. Q. Lundgren ee eas 
Corvair Takes a Talking Inventory, How ... 
Costs, Get Full Value of Money Spent, To Hold Down, Howard V. Widdoes ........ 
Cycle Billing Machines Simplify Handling of Accounts Receivable 

Data Origination, H. W. Moore 

Dictation Disc Jockey, Aetna Insurance Has a ............... ' 
Education, Promotes Employee Pe 
Electronic Computer Can Be Used to Translate Foreign Languages meee: 
Electronics in Mind When Planning for Future, Keep, H. W. Steinhaus . 
Equipment Dollars, Investing Your Office, Harry L. Wylie ..... 

Erie Enameling Co. Built Its Own Office Building, Walter Rudolph ................ 
Etiquette, Office vous Sy 

Excess Profits Tax is Repealed, Watch Costs If, I. Wayne Keller 
File All Reports?, Do You Have to, D. L. White 

Files vs. Decentralized Files, Cartralized, Terry Beach .. 
Forms, Bootleg, Leslie H. Matthies .. 

Forms Control Program, New York City's, “Herman Limberg 
Furniture, Modernizing Office, Paul C. Kell .... 

Furniture Rests, When to Use ety 
Gertz Department Store Gets and Holds Office Workers, ‘How, Bernard Landis ..... 
Great Britain, Coronation Year Brightened Business in, Harry Ward . pen! 
Incentive Pay Increased Office Production from 30% to 50%, John W. Keller 
Integrated Data Processing, Fundamentals of, H. F. Van Gorder ...... << gel 
Internal Auditors Aim to Improve Present Practices, W. T. Hamilton ............... 
Inventory, How Corvair Takes a Talking 

Johnson Wax Office Uses a Small Copy Camera, How, H. Q. Lundgren 
Lease Office Equipment?, Is it Better to Own or, George W. Downie 

Letters, Everybody Doesn't Write Good, Richard H. Morris 

Machine Accountants National Convention in Cleveland, June 16-18... . 
Machine Maintenance Records, Keeping Office, Lawrence M. Baldwin . 
Machines Are a Working Girl's Best Friend, Esther R. Becker 

Machines are Stupid; Need Aid of Trained Humans, A. H. Benson .... 
Machines Do Payroll at Skil Corp. .. 

Methods Improvement Program, No Office Is Too Small for a, Marks Alexander 
Methods Study, The Complete, Walter L. Alves ..... 

Microfilmed, Square D Co. Saved by Having Stored Records, E. C. FggOn. . iced. 
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Mobile Stock Brokers’ Offices 

Morale Usually Is a Job for an Expert, Studying Employee, R. E. Williams . 
Netherlands Small Business Needs Improved Offices, Gerh. H. P. sumed 
New York City’s Forms Control Program, Herman Limberg . 
NOFA Convention ... 

NOFA Convention in Chicago .... 

NOMA Conference in St. Louis, May 23- 26, 35th Annual 

NOMDA Convention in St. Louis, June 20-23, 24th Annual 

OMAC Seminar and Exhibit, March 8-11, 12th Annual 

OMAC 12th Annual Business Show, Almost 50,000 at 

OMAC's 12th Annual Seminar & Show ..... 

Own or Lease Office Equipment?, Is It Better To, George W. Downie .. 
Paper Mountain By Asking, "Why?", Shrink the Base of, Harold R. Price 
Pay for Individual Effort Rather Than Rate for Job, J. J. Russell .. 
Personnel Administration, pene. for Modern, Russel/ L. Moberly 
Processing, High Speed, L. Calkins 

Public Purchasing's Job: Full Value for Tax Dollar, Leo Weil . 

Purchasing Department, Cooperation Between Office and, E. F. Andrews .. 
Purchasing Office Supplies, Consolidated Laundries System of, Bernard Landis 
Railroad Operation, Office Machines Essential to, Lewis F. Ormond 
Railroad Systems and Procedures Association, The, B. E. Wynne 

Record Keeping to Save Money for Bank, Centralized 

Records Audit Technique to Save Management ee. A, Robert A. Shift 
Records Center, The Army's Kansas City ........ 

Religion, On-the-Job, Sidney Shepherd pet co rs 

Renting of Office Furniture, The, Howard A. Newman ....... 

Royal Typewriter Co. Celebrates Its 50th Anniversary 

Rumor Virus, The, Sidney Shepherd 

Safety Program, American Mutual's Office, Ellen M. McAinsh 

Schools, Abaci and Adding Machines Tried in Wisconsin 

Schools to Train Graduates for Offices, Help the, Dr. Lloyd V. Douglas 
Secretaries, Management Gains When it Advances Its, Lilyan Miller 

Shows, Producing Company-Sponsored Employee Musical 

Skil Corp., Ma + Fim Do Payroll at 
Small Business Can Profit from Office Mechanization, $. Gordon Sloan 
Southern California Business Show Week, April 19-23 ... 

Square D. Co. Saved by Having Stored Records Microfilmed, E. C. Hagen 
Steel Building on the Golden Triangle, The, Sidney Feldman .. 
Students to Take Commercial Courses, Get the Smart, H. T. Barnes 
Supervisors | Have Liked, Mary J. Scott 

Supervisory Development Begins at Top With Boss, Frank L. Rowland 
Survey, Take a Walk to Make a, Leslie H. Matthies 

Tabulating Manager's Job Grows Daily In Importance, William H. Short Jr. 
Timekeeping System, Self-Reporting, Hans W. Beerbaum 

Vision Reduces Office Workers’ Efficiency, Sub-Standard 

Wayne University, Burroughs UDEC Computer at ... 

Wire Network, Offices Linked by Private .... 

Work Desirable, The Problem of Making Office, Kenneth W. Moore .. . : 
Work Measurement, American Airlines’ System of Office, Tony Piscatella .Feb., 
Work Measurement Makes for More Profitable Management, Office, Pau/ Holly .May 
Work Measurement Raises Production in Offices, K. B. Willett . Jan., 66 


Index to New Products, 
January through June, 1954 


ACCOUNTING MACHINES ADDING MACHINE HOLDER 


National Cash Register Co.....Apr., 109; May, 162 Airline Mfg. Co. P ....Jdune, 142 
Underwood Corp. .... SSNS 
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ADDING MACHINES 


Paul Bruning Maschinenfabrik 
Burroughs Corp. 

Friden Calculating. Machine Co. 
Office Appliance Co. 

Summira Adding Machine Co. 
Underwood Corp. . 

Victor Adding Machine Co. 


ADDRESSING EQUIPMENT, SUPPLIES 
Addressograph-Multigraph Corp. 

Eria Speed Labels , 

International ee Machines Corp. 
Sten-C-Labl, i 

Weber po + Boe Ae Machine Co. 

Weber Label & penteree ome Vs 
Zip-O-Riter Co. .... 


AUTOGRAPHIC REGISTERS 
Autographic Business Forms, Inc. 
Philip Hano Co. 

BINDING, PLASTIC 
Tauber Plastics, Inc. 


BINDERS 
Federbush Co. 


CALCULATORS 


Facit, Inc. 
Olivetti Corp. of America 


CARBON PAPER 


American Carbon Paper Mfg. Co. 
Feb., 134; 

Carbon-Feedmaster Co. eieanes 

Curtis-Young Corp. 

Interchemical Corp., Ault & Wiborg | 

Carbon & Ribbon Div. ... 

Mittag & Volger, Inc. . 

National Cash Register Co. 

Underwood Corp. 


CASH REGISTERS 


R. C. Allen Business Machines, Inc. . 
Clary Multiplier Corp. ............ 
National Cash Register Co. 
Regna Cash Registers, Inc. 
Victor Adding Machine Co. 


CASH DRAWERS 
Indiana Cash Drawer Co. 
Nu-Craft Products Co. . 
CHAIRS 


Ajusto yoy Co. 
Domore Chair C 

Maso Steel Products 
Milwaukee Chair Co. 
Milwaukee Metal Furniture Co. 
Sturgis Posture Chair Co 

Wells Chair Corp. 


CHART-MAKING KITS 
Chart-Pak, Inc. 


CHECKSIGNER 
Todd Co. 


COFFEE DISPENSER 
Bert Mills Corp. 


COLLATORS 

Evans Specialty Co. 

J. Curry Mendes Corp. 

Pierce Specialized esenians Co.. 
Reproduction Products Co. ; 
Thomas Collators, Inc. ............ 
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Feb., 127 


May, [61 


....Feb., 104 
..May, 16! 


; May, 170 


June, 124 


Mar., 144 
158 


, 160 
158 
, 208 


104 

137 
143 
136 


160 
b., 102 
, 103 

, 101 
97 


, 169 
, 104 


173 
164 
154 
‘128 
142 
' 146 


CONTROL BOARDS 


Acme Bulletin Co. 

come Systems 
ae. Magnetic, Inc. 
Methods Research Corp. 


CONVEYORS 
Lamson Corp. 


COPYHOLDERS 


Bookmate Co. 

Lansdale Products Corp. 

Kaye Leland Co. . 

Pres-To-Line Corp. of America atin 
Roll-A-Line, Inc. 


COUNTERS 


Multi-Counter Mfg. Co. 
Veeder-Root, Inc. .. 


DECOLLATORS 


Moore Business Forms, Inc. 
Standard Register Co. ... 


DESKS 


Brunswick-Balke-Collender Co. 
General Fireproofing Co. .... 
Harrison Steel Cabinet Co. 
Kenwood Corp. . 
Orna-Metal Products, Inc. 
Shaw-Walker , 


DICTATING MACHINES, SUPPLIES 
Dupli-Voice Co. .. 

Magnetic Recording industries 
Peirce Dictating Systems 

Yale Industries Corp. 


DICTATING MASKS 
Talk, Inc. . 
Voice Reporting Co. 


DUPLICATING ACCESSORIES, SUPPLIES 
American Stencil Mfg. Co. 
Atlas Stencil Files Corp. Mar., 152, 
Bohn Duplicator Corp. 

Columbia Ribbon & Carbon aes ‘Co. 

A. B. Dick Co. ‘ 

Gestetner Duplicator Corp. 

Halverson Specialty Sales . 

Heyer Corp. 

Mim-e-o Stencil Files 4 

Minnesota Minin £ bow Me 

G. H. Packwoo 

Robertson Photo- B Ih ng ‘Inc. 

Rose Ribbon & Carbon Mfg. Co. 

Walco Products Co. . 


DUPLICATORS, OFFSET 


Addressograph- Multigraph Corp. 
Miehle Printing Press & Mfg. Co. 


DUPLICATORS, SPIRIT 


Duplicopy Co. 
Heyer Corp. 


DUPLICATORS, STENCIL 
| tage he 
Roneo , Addo Machine Co. 


ELECTRONIC SYSTEMS 


Burroughs om . 

Commercial Controls Corp. ... 
Friden Calculating Machine Co. 
Intelligent Machines Research Corp. 
Kybernetes Corp 
Logistics Rensarch, Inc, 
W. S. MacDonald Co. 
Remington Rand Inc. 


113; 


May, 
.Apr., 


ee 138; 
Feeds , 130; June, 





ENVELOPES 
Old Colony Envelope Co. 


FILES 


Bankers Box Co. 
Cel-U-Dex Corp 

General Ricemmenaiie Co. 
General Industria! Co. 
Record Files, Inc. 
Remington Rand Inc. 
Scott-Rice Co. 

Tab Products Co. . 


FILING SUPPLIES 

Avery Adhesive Label Corp. 

Perma Products Co. 

Sell Corp. ... May, 1/82; 
Smead Mfg. Co. ' Deke 
Charles C. Smith, Inc 

Woodall Industries of Calif. 

Ulrich Planfiling Equipment Corp. 


FLOOR MAINTENANCE 
Walter G. Legge Co. 


FOLDING MACHINES 


Central Printing Machinery Co. . 
Dexter Folder i ae 


FORMS 


American Lithofold Corp. 
Baltimore Salesbook Co. 
Business Forms Research Co. 
Cullom & Ghertner Co. 
Ennis Tag & Salesbook Co. 
Ersco 

Judson Formprint, Inc. . 
Moore Business Forms, Inc. 
National Litho Forms Co. 
Nebraska Salesbook Co. 
Planaform Co. 

S-K Forms Co. 


FORM HOLDERS 
Philip Hano Co. 
Saunders Mfg. Co. 

C. E. Sheppard Co. 
Arthur Thompson & Co. 


FURNITURE 


Cole Steel Equipment Cc 
Colson Corp. 

Invincible Metal Furniture Co. 
Herman Miller Furniture Co. 
Worden Co. 


INTER-COMS 

Automatic Electric Co. 

David Bogen Co. 

Dictograph Products, Inc. 

Intrafax Div., Western Union 
Telegraph Co. 

Wheeler Insulated Wire Co. 

LAYOUT MODELS 

Visual Plant Layouts, Inc. . 


LIGHTING 


Day-Brite Lighting Inc. 
Luminous Ceilings, Inc. 
Luxo Lamp Co. 

. W. Wakefield Brass Co. 


LETTERHEADS 
R. O. H. Hill, Inc. ... 


LITERATURE RACK 
Arlington Aluminum Co. ................. May, 
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MACHINE STANDS 


Interstate Engineering Corp. June, 
Maso Steel Products Apr., 
Standard Sales Co. May, 
Weber Bros. Metal Works Feb., 


MACHINE TRUCKS 
Federal Cash Register Co. Apr., 114; June, 


MAILING EQUIPMENT 

Can-Pro Corp. Mar., 154; June, 
Inserting & Mailing Machine Co. May, 157; June, 
Pelouze Mfg. Co. Jan., 
Wilson Jones Co. ; fase _Apr.. 
MICROFILM EQUIPMENT 

Filmsort, Inc. ... 

Recordak Corp. 

MOISTENERS 

A. C. Hummel Co. 


NOISE CONTROL 
Acoustical Materials Assn. 
Ingolf Dillan Co, a 
Gates Associates 
Hush-A-Phone Corp. 


NUMBERING MACHINES 


Ajax Time Stamp Co. ...... 
Wm.-A. Force Co. Apr., 


OFFSET ACCESSORIES, SUPPLIES 


Allied Litho Supply Co..........May, 158; June, 
A. A. Archbold coal . ..Jdune, 
Azoplate Corp. Apr., 
Columbia Ribbon & Carbon Mfg. Co. 

Feb., 99; Mar., 144; May, 195; June. 


Haloid Co. 
Jobmaster Co. 

Magnet Sales 

Folychrome Corp. 

Plate-O-Lith Co. 

Replica Products Corp. 

William Recht Co. Jan., 
Robertson Photo-Mechanix, Inc. 


PAPER CUTTERS 
Challenge Machinery Co. 


PAPER-HANDLING COMPOUND 
Lee Products Co. 


PAPER STOCK 


Eastern Corp. 

Hammermill Paper Co. 
Millers Falls Paper Co. 
Neenah Paper Co. 

Parsons Paper Co. 

Paterson weg od Paper Co. 
Radiant Color Co. 

Rising Paper Co 


PARTITIONS 


Building Products Div., = Repncide 
Metals Co. ERA 


PENCIL SHARPENER, ELECTRIC 
Stile-Craft Mfgrs., Inc. ...................Mar., 


PHOTOCOPY MACHINES 


American Photocopy 

Equipment Co. Mar., 144; Apr., 112; June, 
Anken Film Co. .Feb., 
Copy-Craft, Inc. ; Apr., 
Cormac Industries, Inc. Apr., 
Peck & Harvey Mar., 
Standard Register Co. .. Apr., 
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POSTING TRAYS 

Charles R. Hadley Co. , 
National Blank Book Co. 
Posting Equipment Corp. . 
Shaw-Walker Co. 


RECORDS MANAGEMENT 
Theodcre L. Turney ... 


SAFES 

Meilink Steel Safe Co. . 

Pilfur-Pruf Safes ... Re Rate er 
Schwab Safe Co. .......... Jan., 140; 
Victor Sate & Equipment Products 


SEAT CUSHIONS 
Perfect Rubber Seat Cushion Co. 


SORTERS 


Artistic Desk Pad & Novelty Co. . 
Associated Industrial Designers 
Nu-Craft Products Co. 
SorterGraf Co. 


STAPLERS 
Bates Mfg. Co. 


STATIONERY SUPPLIES 

Add-A-Drawer 

Bernay Products Co. 

C-Thru Ruler Co P 
Cushman & Denison Mfg. Co. .... 
Eberhard Faber Pencil Co. Mar., 152; 
Eria Paper Products : 
Fisher Pen Co. re 

Glue-Fast Equipment Co. 

Fred Goat Co. . 

Lansdale Products Corp. 

J. J. Lester & Co. 

Lockwood Co. ; 

Mayer Mfg. Corp. : 

Mayfair Co. . ats Bol 

Metal Products Engineering, Inc. 

Bert M. Morris Co. Feb., 134; 
Norma Pencil Corp. 

Pickett & Eckel, Inc. 

Prevue-Radsell Co. 

Sanford Ink Co. 

Southern Friction Materials Co. 

Taxwise 

World Publishing Co. 

Zephyr American Corp. 


STEEL SHELVING 

Jayem Sales Corp. 

STEPS FOR SHELVING 
Narva Products, Inc. 
STORAGE CABINETS 
Parker Steel Products, Inc. . 
Royal Metal Mfg. Co. 
STORM RACK 
Vogel-Peterson Co. 


TABULATING EQUIPMENT 
International Business 

Machines Corp. . ve sem., "as 
Monarch Metal Products, Inc. 


J 
Tab Products Co. Jan., 139; 


TAG IMPRINTER 
American Tag Co. 


TAPES, ADHESIVE 


Armor Flex Traffic Products . 
Labelon Tape Co. Nae 
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Minnesota Mining & 

Mfg. Co. ..........Feb., 137; Apr.. 119; May, 188 
TELEPHONE AMPLIFIER 
Special Devices, Inc ; June, 126 
TELEPHONE STERILIZATION 
Hygienic Phone Service, Inc.... May, !78 
TIME CLOCKS 
Calculagraph Co. June, 130 
Cincinnati Time Recorder Co...May, 196; Feb., 115 
Kalex Corp. Apr., 138 
TYING MACHINES 
B. H. Bunn Co. ; Jan., 145 


TYPE COMPOSING MACHINES 
Filmotype Corp. Feb., 115; 


TYPEWRITER EQUIPMENT, SUPPLIES 

Ames Supply Co. 

Ciar-O-Type Co. 

William Dreusick & Co. 

General Fireproofing Co. 

Pres-To-Line Corp. of America 

Alfred Ransmayer & Albert Rodrian 

Typewriter Equipment Co. 

Martin Wiberg 

Zel-Tex Chemical Co 

TYPEWRITERS, AUTOMATIC 

American Automatic Typewriter Co. 
Jan., 160; 

TYPEWRITERS, ELECTRIC 

International Business Machines 


TYPEWRITERS, OFFICE 
Underwood Corp. 


TYPEWRITERS, PORTABLE 


Commercial Commodities Co. 
Tippa Products Co. 


WATER COOLER 
Allen Filter Co. 


This index , 

completes em 
your first err 
1954 volume. 
Bind copies. 
your 

copies of $3 
The Office, Postpaid 


year's 





OFFICE PUBLICATIONS COMPANY 
270 Madison Avenue, New York 16, N.Y. 





>ADVERTISERS > 





Acco Products, Inc. 46 
Acme Adding Machine Service & Sales Sew: 148 
Ajax Time Stamp Co. ; 136 
Allen Business Machines, Inc., R. C it, 12, 13, 14 
Alliance Rubber Co. . 148 
Allied Litho Supply Co. 15 
Amberg File & Index Co. 142 
American Dictating Machine Co. 8! 
American Lithofold Corp. 107 
American Stencil Mfg. Co. 89 
American Supervisory Conference, Inc. 51 
Ames Supply Co. 

Associated Industrial Designers 156 
Atlas Stencil Files Corp 120 
Autocopy, Inc. 


Blaisdell Pencil Co. . 
Bohn Duplicator Corp. 
Borroughs Mfg. Co. .. 
Bostitch, Inc. ...... 
Bruning Co., Charles 
Bud Type Cleaner Co. 
Burroughs Corp. . 


Calculator Equipment Corp. 

Central Printing Machinery Co. 
Clar-O-Type Co. ...... 

Clary Multiplier Corp. 

Codo Mfg. Corp. . 

Cole Steel Equipment Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Commercial Commodities Co. 
Consolidated Business Systems, Inc. ...... 
Copease Co. .... 

Copy-Craft, Inc. 

Cotterman, |. D. 

Coxhead Corp., Ralph c. 

Cramer Posture Chair Co. 


Dewberry Engraving Co. 
Wek Ce. As Bi eiices 
DiehI, G.m.b.H., Heinrich 
Ditto, Inc. 

Dupli-Typer Co. 


Eagle Pencil Co. . 

Eastern Corp. ... 

Elliott Addressing Machine Co. 
Evans Specialty Co. .. 

E-Z Sort Systems, Ltd. . 


Fabbrica Addizionatrice Italiana . 
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Faber-Castell Pencil Co., A. W. 
Faber Pencil Co., Eberhard 
Facit, Inc. 

Federal Cash Register Co. 
Fisher Pen Co. ...... 

Force & Co., Wm. A. 

Friden Calculating Machine Co. 


Gates Associates 

General Binding Corp. 
Gestetner Duplicator Corp. 
Gilbert Paper Co. 


Haloid Co. 
Hammermill Paper Co. 
Hano Co., Philip .... 
Hush-A-Phone Corp. . 
Hummel Co., A. C. 


Imperial Desk Co. 

Ink Specialties Co. .. 

Inserting & Mailing Machine Co. 
Inter-Continenial Trading Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Kee-Lox Mfg. Co. ... 
Kellogg Switchboard & Supply Co. 


LeFebure Corp. 
Letterex Corp. ... 
Litho Engineering & Research 


Mailers’ Equipment Co. 
Manifold Supplies Co 
Manpower, Inc. 

Marchant Calculators, Inc. . 
Millers Falls Paper Co. .... 
Minnesota Mining & Mfg. Co. . 
Monarch Metal Products Inc. 
Moore Business Forms, Inc. 
Moore, Inc., P. O. 

Moran's Sons, Thomas J. ... 
Multi-Counter Mfg. Co. . 


Narva Products, Inc. 
National Blank Book Co. 
National Business Show 
National Cash Register Co. . 
National Litho Forms Co. 
Nebraska Salesbook Co. ... 
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Index to THE OFFICE, Volume 40 
July through December, 1954 


Absences, Cuts Errors and, G. B. Griffiths 

Adding Machines Save Space, Small 

Alcoholic Workers, How Business is Helping Its, Sidney Feldman 

AMA Office Management Conference in New York 

Apeco Offices, New 

Assistant, Holding on to a Trained, Ernest W. Fair 

Auto Driving Test Help to Spot Executive Ability?, Can an, Jac H. Karlan 
Backorders, Systems That Control, John H. Ransom 

Blue Cross, A Million Mailings a Month by N.Y., Sidney Shepherd 
Capitol Records to Build a Round Office Building .. 

Check Passing, Police Say Business Is Too Apathetic to Bad 

Checks Wastes Executive Time, Hand Signing, Lyne S. Metcalfe 

Closing of Monthly Accounts, Techniques for Earlier, William C. Madden 
Code for all Purposes, Uses City's Accounting, Wade H. Hannah 
Collating Bottleneck at Allied Stores, Machine Breaks, John W. Savacool 
Communicate?, How Much Does It Cost to, C. /. Keelan ... 

Control of Non-Routine Assignments, Pin-Point, R. Greenberg & M. V. Terracino 
Correspondence Control, A System for Adequate, Beatrice T. Cecil 
Dictation Team, Rules for the, Pau/ J. Latzer 

Direct Mail, Office Produces Its Own, W. Friday 

Earn More Than Office Workers, Manual Workers 

Electronic Office, The Lyons, John Grindrod 

Feeding Works in the Average Office, How Machine, Sidney Feldman 
Files?, Who's the Intruder in Your, Ben F. Gregory 

Filing, Why Training is Needed for, Bery/ Batten 

Floor Maintenance Can Save Expensive Reflooring, A. L. Sodergreen 
Fluorescent Stocks Compel Attention to Printed Matter, E/mer J. Brant 
Forms Are Supplied to Users of This Electrical Tester, Record 

Forms Distributors’ 9th Annual Conference in Colorado Springs, Sept. 25-29 
Hannover Fair, The 

Help, Too!, You Can Rent Office 

Inserting Machine Speeds Brewer's Mailing Operations, Sydney Shepherd 
LOMA Conference in Washington, September 27-29, 3Ist Annual 
Machine Accountants Hold Their Biggest Annual Convention 

Mail Management, A/ Ames 

Marginally Punched Cards, Panel Design Saves Space on, L. E. Griffith 
Material Variance Accounting, A Simplified System for, Herman Schultz 
Michigan's New State Office Building 

Motivating Employees with Non- earaiis Incentives, Leon C. Megginson 
Mystery Mail, A/ Ames . a 

NAM's New Offices .. 

National Business Show Opens in New York on September 27, Golden Jubilee 
National Business Show, Trends Indicated at the 1954 

NCR's Remodeled Office Building 

NOMA Conference Held in St. Louis 

NOMDA Convention, New Records Set at 

NSOEA's 50th Anniversary Convention and Exhibit 

Olivetti Opens Fifth Ave. Showroom 

Payroll, Machine System Simplifies Distiller's Complicated, M. M. Johnson 
Philadelphia's Forms Control and Records Management Program 
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Photocopier Relieves Typing Pool’s Workload Nov., 106 
Plant, Adds Office Story to, Walter Rudolph Sept., 126 
Production, Office Work IS, Frank L. Rowland ... Sept., 


Quantity Should We Order?, What, Donald Peddie Nov., 


Records Management Program, Philadelphia's Forms Control and Aug., 
Reports, The Management and Control of, Milton Reitzfeld Sept., 


Safo: A World Writing Technique, Prof. Dr. Andre Eckardt Nov., 
Sales Analysis Is Faster on Machines, Alfred O. P. Leubert July, 
Salesmen's Expenses, Simplified Disbursement of July, 
Sampling Method, The Work, Merle Stewart Oct., 
Sorter for Outgoing Mail, Using a, Claire S. Casey Dec., 
Standards for Duplicating, Convair Sets Work, Charles Lahr Jr. ... Nov., 
Standards is Saving $100,000 a Year, Pay Based on Work, W. Gilbert Brooks Nov., 
Stencils by Machine, Air Force Cuts, Maj. Thomas B. Nordan Dec., 
Suggestion Program, The Navy's Beneficial, Beatrice T. Cecil Nov., 
Systems Meeting in New York, 7th Annual International Oct., 
Systems Pitfalls, Avoid These, Leslie H. Matthies . Nov., 


Tax Law Affects Replacement of Equipment, How New, Joseph J. Schwartz Dec., 
Terminal Digit Indexing, Numbering Machine For, L. E. Griffith Sept., 
Theft Control Programs Hf Sept., 
Tired?, What Makes a Businessman, Dr. W. Schweisheimer Aug., 
Transcriptions Can Multiply Fast, Data, Leslie H. Matthies Sept., 
Turnover of Office Employees, Controlling the, Sidney W. Koran Oct. 6f 
Tying Speeds Mailings, Machine Dec., 76 
Voucher Tickets on Check Save Posting Time July, 57 


Waste Drive, Office Worker Wins First Prize in Paper's Sept., - 229 
Workers Increase, Office Oct... i 


Index to New Products in “THE OFFICE, July through December, 1954 


ACOUSTICAL TILE Monroe Calculating Machine Co. 


. F Nov., 146; Dec., 112 
Simpson Logging Co. Nov., 202 CARBON PAPER 


ADDING MACHINES Allied Carbon & Ribbon Mfg. Corp. ....Sept., 180 

R. C. Allen Business Machines, Inc. Columbia Ribbon & Carbon Mfg. Co. . .. Oct., 179 
Aug., 82; Nov., Kee Lox Mfg. Co. Dec., 127 

Alma Office Machine Corp. Nov., Kores Carbon Paper '& Ribbons Mfg. Corp 

A:nold Bromberger . Oct., Sept., 166 

okay Corp. Aug., ee Supplies Co. Sept., 16 

Clary Multiplier Corp. Dec., . 8. Carbon & Ribbon Mfg. Co. Sept., 169 

Facit, Inc. .. Dec., 

Olivetti Corp. of America Dec., tbo BOX 

Regna Cash Registers, Inc. July, Goodfriend Metal Products Co. Sept., 200 


ADDRESSING MACHINES CASH REGISTERS 


Nettie Mfg. Co. Sept., ti ' 
hesdabers Distributing oe Sent. National Cash Register Co. Aug., 80 


Weber Label & Marking Systems .. July, CHAIRS 
AIR CONDITIONING Aluminum emg | Corp. 
ur 


Blair Aluminum niture Co. July, 
General Ozone Corp. . Sept., Eneines Gentes Chat Go y. 
BINDERS AND BINDING Domore Chair Co. _Nov., 


h #R Bader $09. Maso Steel Products Dec., 
ceed ow Sing omega Co. July, 112;  eodg Milwaukee Metal Furniture Co. 
Plastic Binding Corp. Oct., CHECKSIGNERS 
BOOKKEEPING MACHINES Cummins-Chicago Corp. .. Aug., 92 


Burroughs Corp. . : : Nov., 
Underwood Corp. Nov.. CLOTHES RACKS 


B. S Mfg. Co. 
BOOK TRUCK ane g. Co Nov., 182 
Hearthside Industries Div.. Grolier Society COIN HOLDER 
Sept., Metal Products Engineering, Inc. Sept., 170 


CALCULATORS COLLATORS 


Heinrich Diehi, GmbH Aug., Reproduction Products Co. Dec., 106 
Facit, Inc. .... July, Thomas Collators, Inc. Dec., % 
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CONTROL BOARDS 

Maggie Magnetic, 

Plan-o-Matic Div., 
Corp. 


CONVEYOR SYSTEMS 
Samuel Olson Mfg. Co. 


COPYING CAMERAS 
Haloid Co. 

Merritt Lacey Corp. 
Robertson Photo- aotheiin, 


COUNTING TABULATORS 
Denominator Co. 


DESKS 


Art Steel Co. 

Cole Steel Equipment Co. 
Corry-Jamestown Mfg. Corp. 
Globe-Wernicke Co. . 
Orna Metal Products Co. 
Western Mfg. Co. 
Worden Co, ... 


DESK ACCESSORIES 

Columbian Art Works, Inc. 
Goodyear Printing & Stationery Co. 
Laufer-Gummi 

Lloyd Giles (Laboratories) 

Mirsa Co. .. 


DICTATING MACHINES 
Dictaphone Corp. 

Geiss-America . 

pe Mfg. Co. . 

Hush-A-Phone Corp. » 
Magnetic Recording Industries 
Mohawk Business Machines Corp. 


Inc, 
Lansdale Products 


- a 


Dec., 
July, 
.Oct., 


106 
122 
180 


, 138 


160 
180 


, 172 


Nov., 


DUPLICATING ACCESSORIES, SUPPLIES 


Atlas Stencil Files Corp. 
American Stencil Mfg. Co. 
Oct. 
Ralph C. Coxhead Corp. 
Curtis-Young Corp, 
A. B. Dick Co, 
Ditte. Mee... 
Duplicatin Papers, 
Frankel Mfg. Co. 
Groveton Paper Co. 
Heyer Corp. 
Kleenie Master Co. 
Ink Specialties Co. 
Speed-O-Print Corp. 


DUPLICATORS, SPIRIT 

A, B. Dick Co. 

Hectographia Corp. 

Heyer Corp. 

Speedliner Co. 

Wolber a & } Senet Co. 
Zip-O-Rite Co. .... 


DUPLICATORS, STENCIL 


A. 8. Dick Co. .... 
Print-O-Matic Co. 


ELECTRONIC EQUIPMENT 


Burroughs Corp. ee 
Cycle Equipment Co. 
International 
National Cash Register Co. ..... 
Ribbon & Ticket Paper Co. . 


December, 1954 


174; Nov., 


Inc, 


.Aug., 


THe OFFice- 


Oct., 


179; Dec., 
Aug., 
Nov., 
Oct., 
Nov., 
Sept., 
Sept., 
Sept., 
Sept., 
Jul 


y, 
112; Sept., 


July, 


July, 
Oct., 
Oct., 
Sept., 
Nov., 


Business Machines Corp. 


84 


Shepard Laboratories 


ENVELOPES 


Columbia Envelope Co. 
Gilbert Paper Co. 


FACSIMILE EQUIPMENT 
Chesapeake Industries, Inc. 


FILES 

Art Steel Co. 

Browne-Morse Office Furniture Co. 
Dolin Metal Products, Inc. Nov., 
Diebold, inc. July, 
Fototype, Inc 

Guide-O-Matic Equipment Co. 
Northwest Metal Products Co. 
Posting Equipment Co. 

Remington Rand Inc. 

Top Flight Products Co. 


FILING SUPPLIES 

G. J. Aigner Co. .. 
Globe-Wernicke Co. . 

Metal Products Engineering, Inc. 
Sengbusch Self-Closing Inkstand Co. 


FLOOR MAINTENANCE 


Walter G. Legge Co. 
West Disinfecting Co. . 


FOLDING MACHINES 


Blankenhorn Co. 
Faltex Div.., Lansdale Products Corp. 


FORMS 

Alfred Allen Watts Co. 

Baltimore Salesbock Co. 

Dome Publishing Co. 

General Multi Forms Sales Co. 

Philip Hano Co. s 

Modern Business Forms Mfg. Co. 
Oct., 

Moore Busiess Forms, Inc, 

National Blank Book Co. 

National Litho Forms Co. 

Newport News Forms Co. 

Onyx Precision Forms Co. 

Pierce Specialized Equipment Co. 

Cc. E. Sheppard Co. 

Standard Printing Co. 

Transface Process Co. 

U. S. Business Paper Co. 

Visirecord, Inc. 


FURNITURE 

A. Blank, Inc. 

Executive Furniture Co. 
Imperial Furniture Corp. 
Invincible Metal Furniture Co. 
Mutschler Bros. Co. 

Wood Office Furniture Institute 


INTERCOM SYSTEMS 


Automatic Electric Sales Corp. 
David Bogen Co. 

Federal Telephone & Radio Co. 
TelAutograph Corp. 


LABEL PRINTER 
Soabar Co. 


LECTERNS 
Kell-Mor Lectern Co. 


July, 


Oct., 
Dec., 


Sept., 


Sept., 
Aug., 


188: Dec., 


105; 


Sept., 
Nov., 
July, 
Dec., 
July, 
Sept., 


Dec. 

Noy., 
Oct., 
Aug., 


Oct., 
Aug., 


Aug., 
Sept., 


Aug., 
Sept., 
Oct., 
Oct., 


July, 112; Nov., 
141; 


Nov. 


Nov., 


July, 


105 


146 
96 


161 


165 
109 
130 
208 
165 
150 
126 
137 
116 
190 


138 
153 
162 

92 





LIGHTING Peck & Harvey Mfg. Corp 
Adjustable Fixture Co. .. Sept., 174 

Edwin F. Guth Co. .. July, 107 PHOTOCOPY SUPPLIES 
F. W. Wakefield Brass Co. July, 124 Technifax Curp. 

M. G. Wheeler Co. . Aug., 112  Transface Process Co. 


MACHINE STANDS PHOTO PRINT DRYERS 
Halverson Specialty Sales Nov., 190 Simplex Specialty So. 
Maso Steel Products ... Sept., 210; Nov., 154 Sept., 168; Nov., 160; Dec., 
Tiffany Stand Co.....Sept., 163; Oct., 152 Dec. 100 
POSTAL SCALES 


MAILING EQUIPMENT, SUPPLIES Atlas Scale Div., J. L. Soles & Son ee: 
Mailograph Co. . July, 110  Pelouze Mfg. Co. .Sept., 
Inserting & Mailing Machine Co. Nov., 174 

Penny Label Co. Oct., 186 RECORDS INSURANCE 

Printing Devices, Inc. Aug., 8! Hartford Accident & Indemnity Co. 

Carl E. Strickler & Co. Oct., 172 Nov., 148; Dec., 
Weber Label & Marking Systems Oct., 167 


MICROFILM EQUIPMENT 
Burroughs Corp. ; July, 108 
SAFES 


OFFSET ACCESSORIES, SUPPLIES Brush-Punnett Co. ..Sept., 

Acme Visible Records, Inc : Dec., 134 Schwab Safe Co. Nov., 

Allied Litho Supply Co. Sept., 167 

penne oe Type Founders, Inc. + ale 4 SHELVING 

Alum-O-Lith, Inc. ov., . 

Columbia Ribbon & Carbon Mfg. Co Rennes Hp. Co. St 
July, 132; Sept., 210 SIGNS 


a Inc. ... - Nor. ifs Acme Bulletin & Directory Board Corp. ...Nov., 
festore Comp. f+ 0g SORTERS 

iimotype Corp. ov., | 2 
Harris-Seybold Chemical Div. . Aug., 82; Dec., on omg aguante ; a. Oct 
Litho Engineering & Research ey a Recordplate Co. 

Michael Lith, Inc. . “ 

NuArc Co. ; STAPLERS 

Harold M. Pitman Co 5 Sam Abrams Co. 


SALES SYSTEM 
Telecomputing Corp. .. Aug., 


Ozalid Div., General Aniline & Film Corp. Bostitch 


Aug., 96; Oct., 
Plate-O-Lith Co. . Aug., 84; Dec., STATIONERY SUPPLIES 
Robertson Photo-mechanix, !nc Sept., A tants Supply H 
Roll-O-Graphic Corp. Dec., ‘ailamen Getieor a 


Sun Supply Co. Aug. All-Rit 
Statikil Div., J. E. Doyle Co Nov.. Rite Pen Co. 


PAPER CUTTERS 
Challenge Machinery Co. Dec. 


PAPER STOCK 

Esleeck Mfg. Co. t 
Groveton Paper Co a , <2 | ylbabed 
Verlag Anton Muller ee 2 1954 J CHRISTMAS 
Rising Paper Co. - 

Byron Weston Co. 


PAPER SHREDDEK 
L. R. Wallace & Co 


PARTITIONS 
Arnot-Jamestown Div., Aetna Stee! 

Products Corp. .... ; . 149 
G R Products, Inc ., 16 
Irwin Casper, Inc. i. ae 
Johns-Manville ., 122 
United States Plywood Corp : 2 


PHOTOCOPIERS 


Charles Bruning Co. ; ., 84; ., 100 
Cormac Industries, Inc P Nov., 149 
General Photo Products Co. ., 108 
Hunter Photo Copyist, Inc. ; 106 
Metalphoto Corp. ., 188 
Ozalid Div., General Aniline & Film Corp. 


GREETINGS 


Sept., 160 
P & H Sales Corp. ...... ...90pt., 167 


166 Tue Orrice—December, 1954 





Aurora, S.p.A. .. 

Bankers & Merchants, 

Barber-Colman Co. 

Better Packages, Inc. 

L. D. Blehart Co, 

Cel-U-Dex Corp. i sk 

Consolidated Office Supply Co. 

Chart-Pak, Inc. 

Engineered Products Co. 

Evans Specialty Co. 

Eberhard Faber Pencil 

Haines Publishing Co. 

H. F. Grieder Co. 

Halverson Specialty Sales 

Herald Sales 

Koh-i-noor Pencil Co. 

Laufer-Gummi . 

Minnesota Mining & Mfg 

National Cash Register 

National Vulcanized Fibre. Co. Sept., 

Arthur H. Nellen Jr. 

Office Products, Inc. 

7 Products Div., Ketcham & ‘McDougall, 
ne. 

Professional Tape Co, 

F. W. Radel Co 

W. T. Rogers Co. 

Sanford Ink Co. 

Spencer Rubber Products Co. 

Superior Printing & Loose Leaf Co. 

Systems Mtg. Corp. 

Universal Pen Co. 

Sengbusch Self- -Closing Inkstand Co. 


STORAGE CABINETS 
Marvel Metal Products Co. 
Precision Equipment Co. 
Steel Service Mfg. Co. 


TABULATING EQUIPMENT 
Commercial Controls Corp. 
Cummins-Chicago Corp. 
Dillon-Ford & Co. 

Monarch Metal Products, 


Ae Sept., 
Inc. 


Co. 


Sept., 
Sept., 


Co: 


Inc. 


wee 
July, 124; Aug., 
ce) 


Oct., 
167; Oct., 
J 


174; ay 


Nov., 
July, 
Sept., 


..Nov., 
186; Nov., 
N 


ov., 
Sept., 
Nov., 


Oct., 


212: ‘Oct.. 
170; Oct., 


Sept., 
Sept., 
July, 


uly, 
Sept., 


ov., 
Aug., 
Nov., 
Dec., 


Sept., 


.Aug., 


Aug., 
Sept., 


July, 
Sept., 
Dec. 
Sept., 


115 
212 


134 
160 

98 
198 


The Punched 


Record Files, 
Remington Rand Inc. 
Underwood Corp. 
Tab Products Co. 


Samas Div., 


TELEPHONE 


Almy-Hayden-Maxwell 


Card 169 


Inc. 


Sept., 
July, 107 
Oct., 168 
July, 106 
Sept., 169 


AMPLIFIER 


Co. July, 104 


TIME STAMPS 


A. D. Joslin 


Latham Time Recorder Co. 


Mfg. Co. Dec., 


Aug., 


122 
114 


TRAINING FILMS 


Business Education Films 


Nov., 


TYPEWRITER, ELECTRIC 


Royal Typewriter Co. 


Oct., 


TYPEWRITERS, STANDARD 


Gramont Corp. 


Sept., 


Inter-Continental Trading Corp. 
Royal Typewriter Co. 


TYPEWRITERS, PORTABLE 


Underwood Corp., 


Aug,., 


TYPEWRITER PARTS, SUPPLIES 
American Stencil Mfg. Co. 
William Dreusicke & Co. 

J. A. Heinrich Dankers 


Industrial 


Div., 


Durkee-Atwood Co. 


Pearl Engraving Corp. 


July, 104; Aug., 


Typewriter Equipment Co. 


TYING MACHINES 
B. H. Bunn Co, 


WATERCOOLERS 


Frigidaire Div., 
Uniflow Mtg. C 


Genera! Motors Corp. 
°. 


Bind your copies of The Office 
and use this helpful index 


Send $3 for a set of two 


A binder holds six issues. 
The complete volume in- 
dex is in the last issue 
(June and December) in 
the binder. You can find 
any article or New Prod- 
ucts item in a jiffy! 
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hold a_ full 
issues (not sold 
singly). Binders sent 
postpaid in the U. 5S, 
Office Publications Co., 
232 Madison Ave., New 
York 16, N. Y. 


binders to 
year’s 





ADVERTISERS » 





Acco Products, Inc. 

Acme Adding Machine Service & Sales Corp. 
Ajax Time Stamp Co 

Alien Business Machines, Inc., 
Allied Litho Supply Co. 
Amberg File & Index Co 
American Lithofold Corp. 
American Numbering Machine Co 
American Photocopy Equipment Co. 
American Stencil Mfg. Co. 

Ames Supply Co 

Art Steel Co. 

Associated Industrial Designers 
Atlas Stencil Files Corp 

Aurora S.P.A. 

Autocopy, Inc. 

Automatic Electric Sales Corp. 


Bankers Box Co. 
Blaisdell Pencil Co 
Bogen Co., David 
Bohn Duplicator Corp. 
Borroughs’ Mfg. Co 
Bud Type Cieaner Co. 
Bunn Co., B. H 
Burroughs Corp. 


Calculator Equipment Corp 
Can-Pro Corp. 

Clar-O-Type Co. 

Codo Mfg. Corp 

Columbia Ribbon & Carbon Mfg. Co. 
Comptometer Dictation Division 
Copease Corp. 

Copy-Craft, Inc. 
Corry-Jamestown Mfg. Corp. 
Cotterman, |. D. 

Coxhead Corp., Ralph C. 
Cramer Posture Chair Co. 


Dennison Mfg. Co. 
Dewberry Engraving Co 
Dick Co., A. B. 
Diebold, Inc 
Diehl, G.m.b.H., 
Ditto, Inc. 


Heinrich 


Eastern Corp. 
Evans Specialty Co. 
E-Z Sort Systems, Ltd 


Fabbrica Addizionatrice 
Faber-Castel| Penci| Co., 
Facit, Inc. 

Federal Cash Register Co. 
Felt & Tarrant Mfg. Co 

Fisher Pen Co. 

Force & Co., Wm. A 

Friden Calculating Machine Co 


Italiana 
A.W 


168 


R. C, Il, 12, 13, 


80 


7! 


84 
67 


42 
158 
127 
114 

50 


tg 


23 
123 
32 
140 
141 
89 


39 
158 
94 
28 
33 


Inner Back Cover 


52 
121 
157 


90 
108 


, 6% 


138 


Gates Associates 

General Binding Corp. 

General Office Equipment Corp. 
Gestetner Duplicator Corp. 
Gilbert Paper Co. ; 

Goodyear Printing & Stationery Co. 


Haloid Co. 
Hammermill Paper 
Harris-Seybold Co. 
Heyer Corp. 
Hush-A-Phone Corp. 
Hygienic Phone Service, Inc. 


Co. 


Imperial Desk Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Joslin Mfg. Co., A. D. 


Kee-Lox Mfg. Co. 
Kell-Mor Lectern Co. 
Kline Co., W. R. 


Lansdale Products Coro. 
Letterex Corp. 
Litho Engineering & Research 


Manpower, Inc. 

Marchant Calculators, Inc. 
Metalcraft, Inc. 

Minnesota Mining & Mfg. Co. 
Modern Business Forms Mfg. Co. 
Moore Business Forms, Inc. 
Moore, Inc., P. O. 
Multi-Counter Mfg. Co. 


National Biank Book Co. 
National Cash Register Co. 
National Litho Forms Co. 
teubauer Mfg. Co. 

Norta Distributing Co. 
Northwest Metal Products Co. 
Nu-Arc Co 


Office Products, Inc. 

Office Publications Co. 

Old Town Corp. 

Olivetti Corp. of America 

Outlook Envelope Co. 

Ozalid, Div. of General Aniline & Film Corp. 
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